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@b Next Steps @SD
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Think through the following while we go through this session....

= (Create and prioritize an inventory for your Departmental contracts
v’ Contracts migrated to COMMBUYS

v' Contract that need to be created as Master Blanket POs from scratch

= Plan who should attend your Secretariat workshop and what priority topics you
would like to discuss

= What contracts to bring to your Secretariat workshop to work through the transition
to COMMBUYS

A
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* Explain how catalogs function in COMMBUYS

v' Explain how the pieces come together

* Review catalog “types” to be associated with
Departmental contracts and vendors

* Explain the decision-making framework for
assigning a catalog type

* Review steps in the catalog development process

A
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Cﬁ Catalogs & Contract Enablement @SD
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Three elements come together to enable contract purchasing:

Vendor Action Purchase from
Register in Agency Action Contracts in
COMMBUYS PR /gency Action COMMBUYS

Master Blanket Associate a catalog
Purchase Order for |\ith each contract

each Departmental
contractin
COMMBUYS

A
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Single Vendor Contract

» Vendors with defined items with set pricing for each item
» Multi-line & detailed

= Examples: clothing, medical commodities, groceries
Multi-Vendor Contract (Distributor)

= Vendors within a contract that offers the exact same services or
items

= At a fixed price or requires a quote ($0.00 line item)

= Examples: Certain IT contracts, repair or maintenance service, or
translators

A
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CB Catalog Types @SD
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PunchOut (G2B)

Vendors with defined prices, a large offering of items, and have the
web capability to host a dedicated commerce website that will interface

with COMMBUYS.

Example: NEOS and Grainger

A
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Decide Choose
contract appropriate
model catalog type
Which Catalog Single Vendor Line ltem
should | use? . . Catalog template
Many items fixed Or Data Entry
price
Multiple
vendors Distributor
ltems quote Con::ractI based
Coos
based on Y
scope
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C < Vendor Catalog Set Up
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W= COMMBUY'S

COMMBUYS

OPERATIONAL SERVICES DIVISION ——

COMMEUY § 15 2 onily 0fcta] Procurement Econd SySim r the Commomyesin of
Magsachusens’ EXeculhe Ceganments. COMMEUYS ONers frae Inemet-nesed 200855 10 3ll
puislic procurement lnfbrmiation pested here In order i promeie transparency, Increase
COMPEERION, 2 BChkeNE BESNEIUE T MESEaCTUSEnS tpayers.

COMMBUY § INFORMATION: For more nfarmstion on COMMELUYS please visk us 3t
COMMEUYS Ifyou Fave any questions of 0Onoams contact e COMMBLIYS Help Desk at

COMMELYS{:5tse Ma us OF Mng US AUring NOmal DUSIess Mours (BAM - SPM Mondzy -
Friday) & 1-585-827-5253 or 617-720-317.

- Fsplster
Reglster here 10 baghn using COMMEUYS.
Wendors, plezse read Iils dislzimer prior i registering.
EEE  compists Repistration
Complete registration here io begin using COMMBLIYS.
Wendors, please read B disclzimer prior 1 completing reglstration.
emmmE  Open Bigs
Bmﬁeopmnlclopporlnlﬁa.
emmmm pctive Contracts
Erowse 30N CONracaBlarkats.
emmmm  Contrsct & Bid Ssarch
‘Search for Bids and acthe ContracisBlankets.

L[ Eepistarsa Vendor Ssarch
‘Search for reglstered vendars.
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C < Vendor Catalog Set Up
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UNS P 5 Code Browse | My Account | Costomer Service | About mummmmmm@ Aprilfo, 04t EDT D@4 W K

Home ‘ltemsv Documents ¥ | Vendars ¥ Quicanv- wvnne ficCarthy

Home - Welcome Back Bonnie McCarthy
([E) Reast) B POD) Approvall) My Reminders) Events ()
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Advanced Search
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Search for: Module: Purchasing Module - nmume“tr,.Q_ Contract/Blankets - >
Search Using: ALL ofthe criteria
( Find I I Clear |
Contract/Blanket # PO Type -
Contract/Blanket Description
Header Major Status - Buyer -
Vendor Hame Vendor Legal Name
Type Code ~ Bid#
Catalog -
Search Fields:
Expiration Date(MM/DDIYYYY): From: o To e
Item Description
Organization -
UNSPS5C Segment-Family -
UHNSPSC Class -
Commodity-EPP w5 Stock tem Number
( Find I Il Clear ]
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ContctBlanket 2 Deseripion Vendorlame Organization Hatus Begin Dzt End Date
CAotE7e-Vo00mn (HLLARES Cepartnentof Corechin 0. Cheed
CAOtSTE-V0000t [EELABELS Degatnent o Comectin 3000 Chsed
CAotarsyononn (SLLAEELS DepartmentofComcfon - Chsed
CAOtE7B-V00003 [EALLABELS Depatnent o Comectin 3900 Chsed
CAOASTE-VO00M4 (AR epartnentof Comechin 0 - Chaed
CAuASTe-V00005 [LHLLARELS Denatnent o Comectin 3900 Chsd
CAOfATE-voos (-LARES Oepartnentof Corechin 0 Cleed
(M ) [LARELS Departnent o Comectin - San
~—

-

Capyriobt 2014 Prscape g, e - A1 Rt Reserved

A

11

Copyright© Operational Services Division All Rights Reserved



CTING BUs,
.;o“‘“e ess

ﬁ
i, GOVERNME®

Vendor Catalog Set Up
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Master Blanket Purchase Order 0000051
Ganaml Vendor Routing Control  Aftschments Notss ChangsOrders Remindsrs — Summary
Notss
e ey S
s - Frogiess M e ety ook R, ] I:I
Desctn*: ]
—_—
A
Recalpt Mathod @ a Nat Unit Cost uom Discount % Totsl Discount Amt. Total
[~ [~ = m v o [ ow om
UNSPSC Saqmest-Family | H ,| Taifge E
TaAmEt W0
UNERECOE l:lm
Bt ATt S0
e —
- b o [
ke Padiaging
Sar & A e SaRRER Samd G Resst Camsl 8ER
Copiget 2014 Perksanpe Hokdings, g - All g Resened
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Commaodity-EPP and Service Codes

UN $P $C Sagment-Famiy | 'r|

UNEPEC Claes E
o scumes

ssarch using | ALL of the citeria ¥ |
UNSPSCCode Browse SN
Cooe Descripion
@ B3 Business and comporale Management consultation senvices
o G- Fashion corsulants

SapiEd Cancel LEGE
Copjrignt © 2014 Periscope Haidings, nc: - All Rights Resened.
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Master Blanket Purchase Order 0000051
Ganaral Vendor Roubing Control Aftschments Notss ChangaOrders Reminders Summary
Notss
sy oo preisenae ¥ L sonlseng
iam Frint ism Totl Daiahs
£ Saqunca Dascription Cost 0
Recsipt Quantity unit Nt oM Discount % Totsl Tax Tax
Mathod cost Unit Discount Rats Amount
Cost At
(310 - 13} Senioas
1 gy Ll 00 EA-E2 i tali] Eal0 e
Tatal 50
0 mrase s your e st aring  Chenvlse, jour crenggs will e st
S3p.& Contie Seanch nestory Remms Seareh Rems Aad e Cael& Bt
Copyrignt @ 2014 Pericanpe Hoklings, 1 - All Rkt Resaned.
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@b Blanket Enablement Checklist SD
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v Decide type of blanket (single vendor or distributor)
and release type

v" Add contract title to contract number in Short
Description field

v' Enter contact information in the Contact Instructions
field

v' Upload applicable attachments

v’ Create line items with user friendly information &
accurate commodity codes

v' Add vendors that are registered as COMMBUYS
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Week of 6/2 Week of 6/9 Week of 6/16 Week of 6/23

8888 =

. LYY Mconns M eopss
Agency Intensive Daily Orientation JCOT geoL oV g HED
Readiness Program Webinars ) A 4, AL A
Secretariat Workshops A A AL"A A A A AAA AA
* * Agency Outreach Meetings
Overview of Buying in Overview of Buying in

COMMBUYS Open Session COMMBUYS Open Session

Ongoing Training

Purchasing from Catalogs . . . . . . . . .
Conducting Procurements () ' X X | o [ )
Purchaser Drop-In Sessions
Vendor Training . . .
‘Searching in COMMBUYS' e & @&

webinars

A
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Secretariat Workshop PO SEB WY

-‘
Wiry GOVERNME®

Secretariat workshops are scheduled for the next week and a half.

Administration & Finance Monday, June 9 —9 am — noon Outreach team members
(16 departments) . .

Education Monday, June 16 — 1-4 pm also will work with

(5 departments) agencies to schedule
Energy & Environmental Affairs Thursday, June 12 —1-4 pm foIIow—up meetings

(8 departments) onsite at agency

locations.

Health & Human Services Friday, June 13 —9-noon
(15 departments)
Housing & Economic Development | Tuesday, June 17- 1-4 pm
(10 departments)

Labor & Workforce Development Friday, June 13 —1-4 pm
(7 departments)

Public Safety & Security Monday, June 16 — 9-noon
(12 departments)
Transportation Wednesday, June 11 —1-4 pm

(5 departments)

A
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CB  Next Steps SD
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Think through the following:

*  Create and prioritize an inventory for your Departmental contracts
v" Contracts migrated to COMMBUYS
v" Contract that need to be created as Master Blanket POs from scratch

* Plan who should attend your Secretariat workshop and what priority topics you would like to
discuss

*  What contracts to bring to your Secretariat workshop to work through the transition to
COMMBUYS

*  What assistance your Organization Administrator might need with ongoing set-up of approval
paths and user roles

A
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COMMBUYS Readiness Center

A
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http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/osd-events-and-training/commbuys-readiness-training.html

Job Aids
Z: *  COMMBUYS Requisitions
= ‘ COMMBUYS Purchase Orders

Training

Webcasts

e Overview of COMMBUYS

*  Basic COMMBUYS Navigation

*  Searching for Contracts in COMMBUYS

e  Purchasing from Statewide Contracts in COMMBUYS
*  Approving Documents in COMMBUYS

Webcasts
¢ Overview of COMMBUYS
*  Approving Documents in COMMBUYS

Training Classes
e Procurement in COMMBUYS: Creating
Posting & Managing

Job Aids
=0 . commBuYs Bids

®
| Buy from
Contracts

Training Classes
*  Organization Set-Up and Maintenance

Training Classes
*  Purchasing in COMMBUYS

COMMBUYS Community
Resource Map | Administer My g‘

Organization
Job Aids
* How to Maintain Organizations in
COMMBUYS
*  How to Set Up Approval Paths
* How to Maintain Agency Users
2 *  More topics..
— ebcasts
. ? *  Overview of COMMBUYS
4
—_—— Jobs Aids
’ = *  Vendor Registration
I ma Vendor S— ¢ Create a Quote
Locate and Respond to Bids b *  Access Purchase Orders & Change Orders

Webcasts

*  Overview of COMMBUYS

*  Vendor Registration in COMMBUYS

*  How to Find Bids and Submit Quotes in COMMBUYS
*  How to Find Your Purchase Orders in COMMBUYS
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We’re here to help!

Questions? You can reach the COMMBUYS Help Desk by phone (1-888-627-8283) and by email
(commbuys@state.ma.us).

More Information?

For Readiness Program resources: Please visit www.mass.gov/osd, click “OSD Events and Training” on
the left of the page and then select “COMMBUYS Readiness Training.” Or navigate directly by
following this link: http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-
res/osd-events-and-training/commbuys-readiness-training.html.

For additional information, such as Glossary of Terms, Terminology Crosswalk, policy documents and
previously published job aids and webcasts, visit www.mass.gov/osd/commbuys and click “Key
Resources” on the left of the page.

A
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